13 Hovember 1751

MEMORANDUM FOR: 3peclal Assiztant do the DD/A
SUBJECT: Survey by the Trolning Office.

: l. Is response 1o yowr roquest, dated ¢ Noveuwber 1951, for treinin:
activities presently conducted Ly the Management Analysis Offlce, the
following report is submitteds
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& Traloees assigned Lo this effice are reguired to under-
take a progressive series of treining steps constituting the
Management Training Progrez (see Tab A).

. This trainee progrem of from 6 to & months duration =
- conducted intermally on & comtimuous basis. The objeetive of thic
progras is to have fully trained crganization and methods exain.rs
available for assignment tiroughout the Agency.

ce In sddition to this trainee progran all newly assigned
04 personnsl, regardless of prior training and experience, are
provided sufficlent time alter emtrance on duty to allow the
individual o beconme more Tamilier with Agency ovganization, :ission,
functions and techniques ¢ opersation., This procedure alsc provides
for introduction to actusl operations and individuals thet will be
encountored in future day vo day activities.

d. There are seven (%) traince slots presently assizned o
the Maomgement Anslysis Office of which fouwr {4) are on duty, The
Advisor oad Depuly Advisor for Hsnsgement together with five senior
O persomnel are awallable as eftber consultants or iustructors
in the ecarrying out of this progren.
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Hesberships are held Wy senler repressutatives of this office
in the Soclety fer the Advancenent of Management avd the American
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Society of Public Administration. Continued interest in all
fields of manogement endegvor are evidenced by attendance at meete
ings and exhibits to keep informed of developments in management
natters, together with equipment having potentisl Agency utiliza-
tion.

Category 5 "
Sare as Nos. 1 and b,
2. Professionel Administrative Cificer Progrem

a. The Honegement Anelysis Office has an adequately tralued
Administretive Officer ascigned who is supported by sufficient
strength required to perfurm dutics snd services regqulred.

b, Management's day to day activities with all components of
the Ageney have resulted in the following comments regarding Admine
istrative Officers: :

1. Unquesticusbl: there iz a lack of depth both Agency-wide
and office-wide, of groperly trained and qualified administrative
persennel,

2, 1In the past, ve bave found several cases whare key
Agency officials apparently were reluctant W delegate actusl
adninistrative authorities sud functlons to thelr adminietrative
staffs. This probably wes the result of paregraph l. sbove.

ds A eritical deficiency in the overall prograu might be
dafined as the lack &7 understanding on the part of most admin-
1atrative persounel iz how to utilize the services of edsdn-
istrative progrems of the Agency, (Office administration ve.
central administratipn.) Most office sdainistrative stalfs
would be considerably more successful in the geeonplishment
of their own mission Lf they had a better understanding of the
misgions and functiops problems and limitations of the adminis-
trative offices of CYA. This should be very simple 10 solve
by & simply and sounfly planned progran of crog@=fertilization.

(The Mansgement Office would be pleased to render eny support
of assistence upon request.)
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